Remote Desktop Access Guide

REQUIREMENT:
F5 VPN must be connected to use OAG Remote Desktop

e Connecting to OAG Remote Desktop
o **Important note** for Worldox Users

e Setting up OUTLOOK email on Remote Desktop




Connecting to OAG Remote Desktop

Please ensure F5 VPN connectivity has been established prior to following these instructions:

1. Click on the Start icon found on the bottom left corner of the screen
2. Inthe Search pane, type: Remote Desktop
3. Click on “Remote Desktop Connection”
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4. Inthe computer field, type oag-rds
5. Click Connect
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Computer: oag-ds| -
Username: oagl'sa

You will be asked for credentials when you connect.
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6. You may be prompted to enter your credentials (username and password). If your username
appears then just enter your password — If your username does not appear the security box,
a. Select Use another account
b. Inthe username field type: OAG1\ followed by your username. Example: OAG1\hs
c. Enter your password and then click OK
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7. You will receive a prompt to connect to the OAG-RDS server — Click Yes to proceed
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|iﬁ The identity of the remote computer cannot be verfied. Do
you want to connect anyway ?

The remote computer could not be authenticated due to problems with its
securty cerificate. it may be unsafe to proceed.

Certificate name

_DJ Mame in the certificate from the remote computer:
QAG-RDS oag state va us

Certificate emors

The following emors were encountered while validating the remote
computer's cerificate:

A The cerfficate iz not from a trusted certifying autharity.

Do you want to connect despite these certificate emors?
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Frequently used applications have been placed on the desktop for easy access such as Word, Outlook,
Excel, Worldox and H/G drives.

B Windows Server 2012R2

When you're finished, be sure to log out — Click on Start on the bottom left corner of the screen,
click on your name, and select "Sign out".

For WORLDOX Users: Worldox Application MUST be launched prior to
using Outlook Email, Word, or Excel.
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FIRST TIME USER LOGON SETUP FOR MICROSOFT OUTLOOK (EMAIL CLIENT)

Double click on Microsoft Office Outlook 2010 icon on the desktop

On the Outlook 2010 Startup screen, click Next

Microsoft Qutlook 2010 Startup -

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Qutiook 2010 Startup Wizard, which wil guide you through the
process of configuring Mirosaft Cutiook 2010,
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Select Yes and click Next

Account Configuration -

E-mail Accounts

‘fou can configure Qutiook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server, Would you ke to configure an E-mall account?
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Your information will automatically populate, to continue click Next

Add New Account -

Auto Account Setup
Click Next to connect to the mail server and automatically configure your account settings.

E-mail Address: | TestAcc4@oag.state. va.us

Example: elen @contoso.com

ext Messaging (SMS)

janually configure server settings or additional server types

< Back H Next > H Cancel

Click Finish to complete the Outlook Client Setup wizard.

Add New Account -

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
+/ Establish netwark connection
+/ Search for TestAcc4@oag.state.va.us server settings
~ Logon toserver

Your e-mail account is successfully configured.

[ IManually configure server settings Add another accour

After the setup is complete, Outlook will open and prompt this box for first time use. To proceed, click
Don’t make changes and click OK

Welcome to Microsoft Office 2010 2
Help Protect and Improve Microsoft Office 5.0ffice

© nstall mportant and recommended updates for Office, Windows and other Microsoft software. Gfer me new optional Office and
Microsoft software, check online for solutions to problems, download fles to help Microsoft diagnose system problems, automaticaly
update Office content, and help improve Office.

' Use Recommended Settings

Install Updates Only

Install mportant and recommended updates for Office, Windows and other Microsoft software, Gffer me new optional Gffice and
Microsoft software.
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e\_ Don't make changes

Chaosing this aption could expose your computer to security threats.

Get more information on how to turn these settings on and off
Some information might be sent to Microsoft. This information is not used to identify or contact you.

Read our privacy statement /




After your initial email setup, please close out of OUTLOOK and any other
application. You MUST LAUNCH WORLDOX prior to launching any application
(WORD, EXCEL, or OUTLOOK for email)

For any issues, concerns, or questions, please do not hesitate to contact Help Computers at
helpcomputers@oag.state.va.us.




